
It Never Hurts to Ask: 
Archival Surveys as Tools to Enhance 
Electronic Records Practices

Best Practices Exchange 
2017





Archives Director Tom Owen sorting archival records in the Capitol 
basement, ca. 1901

George Doak moving archival records in the Capitol basement, 
ca. 1901

ALABAMA DEPARTMENT OF ARCHIVES & HISTORY
ESTABLISHED 1901



WHAT WE’RE GOING TO COVER TODAY

• Intro to Alabama State Electronic Records Project (ASERP)

• ASERP Survey Process

• ASERP Survey Benefits



WHAT IS ASERP?
• Three year grant project funded by 
NHPRC

•Started in January 2017

•ADAH working to enhance electronic 
records management, transfer, 
preservation, processing and access 
protocols

•ADAH coordinating and 
collaborating with Office of the 
Governor on project



WHY A SURVEY FIRST?

• Importance of listening and getting input from stakeholders

• Meet all the people!

• I was new, and this was a task I had experience with



SURVEY PROCESS
1. Developed Questions in Advance 

2. Agency Records Liaison Sent Email 

3. Scheduled Meetings During Legislative Break

4. Conducted in-person interviews of 30 minutes to 1.5 hours

5. Typed notes

6. Analyzed content and process



QUESTION EXAMPLES

Open-ended: Tell me about the 
work you do in the office.

Specific Technologies: Do you use 
Google Docs?
Do you text for work?

Locations: Do you use a laptop for 
work? Do you save those files just 
to the laptop?
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CONTENT ANALYSIS
• Files saved multiple places

• No standardized naming 
convention throughout office

• File organization varied widely

• What to do with records on 
departure

• Not reporting systemic use of 
personal email



PROCESS ANALYSIS

• Can’t say this enough: write 
questions in advance

• Notetaking can be a challenge

• Be careful with scheduling

• Follow up!

• IT staff are your friends 



SURVEY BENEFITS



GOV. BENTLEY’S RESIGNATION



GOV. BENTLEY’S RECORDS TRANSFER
•Had already built relationships with 
Governor’s Office staff members

•Provided instructions for paper and 
electronic records transmittal procedures

•Utilized information from the survey 
meetings about current records practices

•Partnered with IT department



TAILORED GUIDANCE DEVELOPMENT
•Needed to update 
procedural leaflets

•Wanted to tailor these 
documents to each office

•Our goal was to be concise 
and relevant



E-MAIL ANALYSIS
•Received 50 pst files 
representing 42 staff member 
accounts

•Reviewed the inboxes for
• Date ranges
• Organization system
• Security concerns
• Resignation information
• Personal use
• Mailing lists



CAPSTONE RECOMMENDATION

•Used the email analysis 
and survey responses to 
identify our capstone 
accounts

•Need to make it very clear 
to staff members which 
accounts will be retained 
moving forward



NEXT STEPS
•Working with a new records liaison

•Conducting records training at the end of 
the month

•Analyzing a second round of surveys

•Beginning to process the Bentley email 
records



CONCLUSION

•The survey was hard 
and took a long time

•But it provided real and 
lasting benefits
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